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BOCKLET CNE 

* " IDEEEFMININCJ WHM I{^FC3FMMriCN TO OaLLECT 

' Introduction •- ' 

Analogy - ' . . 

This tooklet is not unlike taking' pictuifes. It shculd ai^^eal- to 
the ama^pfur ard the not-so-anjateur photograf^ier in all of us. Can ycu . 
see yourself riding ,alcaig a great Testes highway and being 6ai:^ht by a 

beautiful display of wildrlov^s? Ycu stop the car, and because you 

' / ' - ' ' . 

are struck with the scene, you reach for your handy camera. What do 



i. 



you do first? Typically, you will^ tiy to catch just the picture that 

will have the most meaning fat you^ Do you want the clcud-filled sky, - 

the mesquite and included in the picture? Or, do -you want a - 

V • ' 

scene of the weathers-worn restraining fence and wir^inill facing toward 
the sunset? After ycu decide cn whldh vista is the most appropriate, 
you wilfl want to focus in and make sure ycu include all of the elanents 
that made your initial decisicn so appeal T^ng> to you. Ycu will want to 
include all of thosQ features which make the wildf lcv?er scene a quality 
scene ^or you. Then, the instant click- and forever-^^-cr almost forevei: — 
you have caught it. It is important th^ those elements 'which are most 
t^r^cious to ycu are clear a n^^Lis cemable once the process of develop-*, v 
ing the colored film has be^^xrpleted. Ahal Yc5u hav? done itt 'You ^ 
can see the various Jmes of color in the sky; the differences in the, 
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TOods of the overhanging cloiids; t^ie patch of hundreds of. bliiebcof^et'S 
and Indian paint brushes, which fom a perfect backdrcp for a soft apd 
perfect* intenninglixig of a single paintbrush and bluebcmet, so perfect 
yt^ can ainost snell than., You 2|;re'even sure that icou can snell and 
hear the hrahnans contentedly chewing. ^ 

Y^u have moved froa scope"; through focus, to measurenent in a pro- 
cess that is replicated each day^a millicn tiroes over by each one of 
us. It is this same process that we are anxicus to help yoi recreate 
during your .needs assessment„ activities as the basis for your educa- 
ticffial progranining. \ We want to help you c^Jture. sanetl^ing meaningful 
by carefully identijfying the scope for your study, getting a good focus 
and then capturing it in great detail, replicated for future reference. 
Purpose and &3ntent ' 

Many folks just like you are faced with the prospect and responsi- 
bility of building educaticnal programs for adults. You may "be in the 
process of exploting new missions' for your institutions, deteminiJig 
future progranming options, prioritizing existing missions, analyzii^ 
your adequacy in meeting existing' missions, ideitifying new or -inad- 
equately served* client 'grcups, or diagnosing prdDlens in program inple- 
mentation. These undertakings ara often highly intuitive and creative 
processes, which^at times defy analysis. n 

To ccnplement' these processes, we propose that you begin the pro- 
gran planning process with a needs assessment (Resigned to help you ' 
deal systematiczLLly with the critica}.' questions and decisions which 
.(^u^ to be addressed before any 'program developnent-tegins.. 

It is tit^ purpose of thii booklet to help^you 'fietermine the sccpe, 
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focus and measures of your needs as'sessment undertaking; to heJ^ y6u 

' determine vdiat infoimation.you w^t to collect in. your study. We will 

first assist you in this process through a review^ of. the missicen of your 

, institution and an idientif ica^icn of those goal categories pdf broad 

areas of inquiry that are relevant to your particul^ setting. This 

will epahle you ^o make a clear detennination of the purpose^ of your 

needs assessnent undertaking, -Next, we will assist you in identdLfying 

apprcpriate goals for assesanerit in yCair undertaking. ^Finally, we will 

help you specify' cai?)rehensive and sensitive measures for the goals 

which you have selected. These three processes, each in their cwn 

unique way^ should help you to determine vAiat information to collect 

I* 

in your needs assessment. * . 

Rationale 

As^ needs assessors , it is inportant for you to start the "needs 
assesanent process with a 5;caisideraticn of who you are, what your insti- 
trrtLonal mission is> vdiat broad categories or domains of goals you are 
established to address, or vAiat .focus your* institution has adopted. 
or will adc^ <^ .nt^ basis for building programs for adults. Conse- 
quently, your mi^^on should be ma^ explicit at the earliest stai^es of 
ycur needs assesanent. Ycur mission will inform ,y6u of the limits 
within ^*ich you will be working because it reflects the direction and ' ' 
onphasi^p that the institution will place on all activities. In any 
event, "tiie needs assesanent should not be begun without first making 
' a careful review of your institutional^ mission and all of itsr ramifi- 
cations,. No needs assesanent ^ will make sense i^fd^ fiist looking "at 
who you ar^ as the starting point. Lookina at the broad domains of 
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goals v^ch your inission catmissions you to attain should enable you ,to 
ixJenti^ the purpose 'of or the Reason for unc3ertakijig ycur needs assess- 
,ment, ' uThe. clarification of your purpose for this 'specific needs -assess- 
inent will provid^ you with a definite directicn tcwarri which to proceed, 
because it* tells you vAiy you' are doing: the needs assessnent. At times/ 
yoa may e\7en define your purpose in terms ^of who will study as well 
a^'^^t ycu will stud^. Selection of goal categories relevant .to your 
institutional mission and jieeds assessnaent purpose establishes the scc^^e 
for your stiady. * * . 

After deteimining the sccpte of ycuf needs assessment , .that is , 
those , goal categories vJhich are relevant to your institutional iSLssicn 
and needs assesanent: purpose, you want to identify goals for your needs 
assessment, ''The identificaticn of goals is a critical second step in 
the, needs- assesanent process. This identificaticn is essen1;:iaJ1y t±e v 
process of giving ap prc^ariLate focus or refinanent to the broad goal ' 
'psategories \*iidi were identified previously. This process directs 
the information collection process tcxiOard only thos6 goals that are 
un^xartant to the realla^ticn of the identified goal category and at 
the saroe tine judged to be not" sufficiently realized in ycwparticular 
setting, Focusing only cn*goal$ which aire' assumed to, be both inpor-. • 

^tiit and umre^ed mn he]^ yoa to avoM IMoxiia^ It 
alSQ giives you direption for all future activities in the needs assess- 
raent process. ^ . ^ > a 

^ Last of all, you,may begin to/ think* that at goal should be -measur- 
able or capable of being specifically stated in tenns pf performance. 
Yai should b^ able to describe it 4n .suc^/a ws^ that ycu cen detemine , 



\ 
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whetl^ or not sane desixed outcxme been acccmplished. In other 
vrords, you want to start developing measures for t^e 'goals vtiich' you 
have identified, !^du are right,. Without good, solid measures it is ^ ' 
d:^ia4t^to identL^ the discrepancies between the desired states and 
' the existing states, making the needs^ assessment process aiinless, dis- 
jointed and sanetiirves even counter-productive.- It is also important ' 
' that you insujje caiprehensive 'and sensitive measures for the idenCiJfied 
goals. This n^iaris that you don't want to miss any facets of the goal, 
and' also, that you dcn't want to have measures .that do not contribute 
tq the sensitive measursnent of your goals, s ' 

Needs iSssessors should determiiie sccpe, and focus of the needs study; 
They also have to develop measures for the goals identified the needs 
assessment laidertal^pg. ^ ' * 

Eijikage ^ _____^____^__„ ' 

^ — — ■ ■ - 

- This booklet aims to orient you about v^t ini ormation to coll^± in 
your needs assesanent. This is the startii^ point of every needs aS^ss- 
.ment'undertakljig. Following tjie determir^ticn of what infoimaticn you , 
-are/going to collect we wtll lead ydu-into tjhe soirees. o£ i(ifoiinaticri, 
Booklet Two, or., where you ^"go^ing'to go to gather the *v€ry best infbr- 

mation, ^ , ■ / * ^ L 

Detepnining Goal Categories * ^ * --^ 

Concept 

To help you get an aj^jropriate sccpe for yoir study, yoa will want^ 
*to reflect upon those broad areas^ categories b^ g oal s. which coi^^rise, 
in the aggregate, the missions toward vMch the educaticaial pr^rams.^for 
• adults are directed. Sane groups, such as the League of Vfcnveix Voters, 
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acxxardlng to their missicai, work very ^diligently to iitpfove the' citizenship 
ccn?5etence and comiitment of Vinen as well' as men in cur society.^ Others, 
' lite departnaents of recretticn within camtunities, 'again in keeping vith 
^ .their mi^ich, work veijy diligently to build skills and dnjoiTOent in a - ' 
. broad *area of recreational pursu;Lts' as well as 'oarmitment to build . » 
;strang social ties. 'Educaticn witidn-the -fire^and'pcOice departraisnts 
. are directed ptimarily toward iJiprcfving the vocational, canpetenoe of all 
Qonployees and tcward assuring the physical well-being of the entire^ 
oonnunzty. , 

Alnost all'groups and agencies vibo work with adults do i^tentify 
with qie or another of sev^iral 6f . these broad classes o^, goals as their 
part in improving the quality -Of life for. that bit of the ^Id for 
viiich thqy have^scroe responsibility. Together, these goal qgitegories 
foun a mcavelou^ s u pp ort for the cjevelopnent of adults, an^ their can- 
rnunities. It should be clear nCw that goal categories refer to broad 
categories' or major areas of human striving, 

Tjttas, goal category is defined as a majca: area of himan striving ' 
toward vfcich adult educatiiSri makes sane contribution . 

For^ our purposes there ar^ ei^it goal categories which represent . 
the total arena of leg^titmate activities for the .f iejd of adult "^^ca- * - 
tion. Th^ are goal categories which address the various aspects of the 
life of individual adults: (a) atotional life, like happiness or *satis- 

faction; (b) spiritual life, dekli^ with ethics or morality; • (c) in- * 

{J 

» tellectual. life/ which concerns their active niqids or meital skills; 

(d) physical life, relatiiig .to .their health and gcod physical well-being; 

(e) recreational life, br leisure aiid self-renewal; (f) vocational life, 

* 13 • 
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whij^ insures ^Ipjraent.and proc3ucta^ in work? ^psobial, life, ^ch 

deals -with ja^nary relaticnshii:^ or other types of 'humgn support; and 

(h) piviQ life, vhidi relates to service or social oonnitoent. 

— • * 

Process ^ , ' . 

•To specify tKe goial categories* to be 'addressed in the needs assess- 
ment/' ^ suggest that you give consideration to the following ^three steps. 

First, revi^^^for a vMle the eight goal categories vve have jvist* 
outlined ^for you. Each of theift is basically an organized sector -viiich 
. ccntriixites uniquely to the ultimate. goal of ln^jroving the qua^ty of 
hunan lif e^ 

Second, look back to the missicn of your institution or edu c ational ^ 
divisicn withJn^^ institution. A mission is a broad statement viiich 
shows the ratia^j^ for-^the existence of the entity, v^t it is intended 
to achieve for people. It includes its role and range of operation and 
may further include its prograns. ^ Ii^j^jst cases the mission is cited 
in a very f onnal vmLtten stataitent in the philosc^i^ or policy section 
of institutional publications. For that reason, the mission of • - 
institution should be readily available. Next, judge vAiich goal c^t- 
agory or gt»rf^categories, as listed above, is or are relevant/to your ^ 



'mision. In other words, you have to find out which broad categories 
your missicn has identified as vit| key" responsibility for iinpro\^g the ' 
quality of life of adults. Given the exatple at the-sbeginning of this 
section, we probably would agree that the Tyler Department of 'Recreation* 
actually rip;qig primarily with the recreation^ domain and .secondarily • 
with the emotional,* physical and social domain^ of adult life.- For 
another exapiple, suppose that the County Health Depaartment wants to 

14 
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address theix" ocncem~ for sound nutrition, adequate physical acTtivity and 
ap pro pri ate pre v entative health care. All this means that the County 
Health Departilient is taking the ^oal category of physiq^ life-as its 

Lastv ask yoOr self this - qoestlcn: Pia I going to address the goal - 
categories .covered by my misslcn, or ^an I going to explore new missibis? 
If you decide to^ assess needs cn those goal' categories within ypar mis- 
sion/ are you g^^^^ to address all of than, - or are ycu going to jselect 
cne or two goal categories to which you have not^ sufficiently responded? 
f^Cr, if ycu want to address sane goal categories not covered by your mis- 
sion, which categories are ap propr i ate? - UltiiTBtely you must decide on 
.the scope if£ your study. 

Let's go back to the example of di^)artinents of recreation. Cne 
department director xnay decide to assess the neefls of thefstudy group 
in all four goal categories covered by his mission; that is, the.eroo- 
tic^al, physical; recreational and social donains. ,In other depairtments, 
the director ,may prefer to concentrate on gathering inf annaticn related " 

Id 

exclusively to the social needs of the cdult gxo^. 

It is onl^ you vA» can decide \diat inf ooanation you shoiLd gath^ 

in*your needs assesanent xmdertaking. Select those goal categories 

that- you judge appropriate for .ycur needs assessment. 

. Thus, the Principle for Practice is that needs assessors should . 

select goal categories ^A)X(±r are relevant €o thaiy institutional mission 

and needs assesstngpt pjrpose . 

• " * * ,^ 

Deteminij:^ Goals 

Ccncept ^ 
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In this section, 'we are going tcT^mtrodiKre yai to the concept of 
goal and, in tbs process/ ,help you to identify viiat would probably con- 
stitute iir?)ortant and. unrealized goals for youi; ne e ds assesanent. 

Goal is defined ^ a' desired end state whi ch bqth contributes to 
the 'def Smtion and ^ realizaticai of a goal category «^ In other words, 
goals are statgnenfc describing a broad intent, state or condition of 
t±^ areas to b^ addite'sed in'the needs study. Goals are refinements 
of the goal categoryr Further, just as needs ^sessments should flo^. 
frau-ai^d be tailored teethe unique institutions or educational entities 
und^±aking thera,«so should the goals flew from and be tailored to the, 
-goal categories addressed in'^tha needs study. For 'excBiple, if / as the 
oaniunity college, ocninunity service divisicai, we .are going to study vb- 
caticnal needs of ^hi^ school dropcuts, one possible goal would Ipe "to 
iit^irove the pi^fevocatiooal skills" of this tar^iet group. Or, if I am . 



involved in vocaticnki and social goal csfegories as the Local Garment 
V3b?ters Union dirfeSior/ appropriate ^oals might include: increasing 
participataicn in union activities; or inprovanent in skills of repre- 

r , f 

, seating colleagues feo manageroeht. ^ 

A goal is se^^ a positive and wortl^ attainment. Even though 
woirds with negative Inplications such as reduce or eliminate and heart 
ctttac3cs or unarpXq^taent are used,^the ultimate intent of the goal re- • 
msans steadfast;^ namely, to effect positive change^ Thus, sonne examples 
of health-related goals may be to decrease incidence of teenage preg- 
nancy, ^to ^reduce tilie^Qcidenc^ of employee accidents in the work set- 
ting, to Increa^' the level of .physical activity of residents in a 
* retirement confnufiity/ to increase the level of early detection of 
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glaucanajor to 'reduce the incidence of ^Icoholianri among ws^nen 4ji the - " 

h?roe' settiiig. These 'still constitute goals since they contrilxite bbth 

to'tte definition end realizajiicn of, the goal category: quality of 

physical wall-being* " 
/ ' , 

Process ^ ^ - • . • , 

- \ ' r 

Vfe are going to prc^xDse a two-st^ prdcedurfe to help you to develop 

• ^ . . 

relevant goals. . ^ ' . " 

In the initial st^ we si:^est that yoi prepare an extensive lift- 
ing of goals which ccntribate either to the definition or realization . 
of eadi of the 'goal categories to be addressed m the needs assesanent. 
They should contribute to or facilitate the full attairsnent of an iden- 
tified goal category. Further, we suggest that you refine the goals 
list by elininating or restating those goals which overlap. You may' ' 

*also wcccit to (xn^der el invinatibg or restruct uri ng goals that cannot 
be measured. For exaraple, a3 the County Mental Health Association Board 
of Directors/ sane' goals you identdLfy under the category of emotional 

• needs of Sivorced wanen may be to improve self-concept, to enlarge thje 

friendship circle, to .adjiost to a new life role, to develop new inter- 

«» 

ests'or hobbies, to reduce "dissatisfaction in the present life role* or 
to redqpe uncertainty of the future life roles. You ^tay find that the 
goal of adjusting to a new life role covers what the last two goaJ^ « 
indicate. Ydu may also find that "self -concept" in the fiorst goal is 
difficult to measure, Thus> you might want to rephrase the goal thus: 
"to' think positively of oneself". Vihen ydi complete this step, you 
will have produced a listing of discrete and meag^irable _goa-'ls > 

Secondly, select from the goals list those goals that are of 
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greatest importance in contributing to the realization .or lack or real- 
• izatioi of a goal category within the pcpilation to^ be studied, ih the 
above escanple, the first and third goals wcwld probably have a high pri- 
ority in terms of the emotional needs of divorced vooen. Eliminajte^ those 

\ ' ' I - f 

goals, if there are any, tfiat'are of min6r iirportance to the reali^ticn ^ 

i / 

of the go^ category. FCEfther> you should eli m inate those goals ^h 
you judge have beqn adequately- realized already. To conclude, the prin- 
ciple for pr^c±ice is that needs assessors should "^den.tify goals vdiich - 
are both important and mgfiaTi7;ed. / ^ ^ 

DetjRiminiTO' Measures ^ ' ♦ 

Conc^3t . ' » 

As menticned aboje, in a needs 'assessment, there is no point deal- 
ing with goals that cannot be measured. Tt^ means that a gocd should . 

4 

allow for"^ ^«cific taranslation in terms of performance, and -the needs 
assessor itiust be able to deteradne whether, or, not sane desired outcone 
related to a goal category has been accatplished. Thus, it xsM±e pur- 
pose of this '*secticn to assist yo4 in develc?)ing conprehensive and sen- 

N 

sitive meaisures fcm-' the goals ^Jhj^ you 'have judged to be both important 

and unrealized. *"* 

: gupE»sljig you feel ill and ypu visit yoctr doctor to find out v% ^ 

you feel poorly. ^Hbw can your dccEor tell \*ether you are healthy or 

not? He looks for syn^rtons; he also.^looks at a great nunber of specific ^ 

jpceasures like blood pressure, pulse, weight, visual acuity, gait, tanp- 
* * 

es?ature*,' triglycerides and cholesterol count tp nanie but a fdw which^ 
sefve as indicators of 4^ealth status. In other words/ he uses specific 
physiological rreasures as a reference point; and he checks these measures 
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against certain stancSards or criteria for rKxnnalcy in making judganents 
about your heaith. ^The sap»e thing happens in our definitidi of goals. 
Vfe need to identify specific measures vhich waild us to knew ;diether^ 
or not goals have been attained^,. * * ' 

Thus, measuce^is defined as^an^operaticnal sfcatgneiffi or IMicator 



for^^ther cne dimension of a goal or a canplete goal. It is a yard- 
stick that helps you to detect or recognize whether and in what dimen-^ 
sicn a goal identified for yore needs * assessment has been attained. 
Sate possible* measures for the goal "imprcwlrig the cardiovascular fitness 

* of the popolaticn in the cortnunity" wculd be: first, the numbep of 
hours and -individual spends en outdcor' activities p4: week, second, the 
number of days* per we^ a household eats a balkfced meal ccmprising' the^ 
four y^^^n. food groups or third, number of hours, an individual spends 
sleeping per day. ; f . " ' . 

Process ' , ' 

NOW, we are goli^ to propose two activities which should yield 
oaiipre hensive and^ saisitive measures for your needs assessment. 

First of all, after det^^nining' the goals- to be addressed in yoor 
needs assessment, you will want to explore as many specific measiares 
for each 6f the goals as possible. The more specifics yaa can cone yjg 

^^tiith, the nore you will, be able to tell whether or i<ot the need area 
as described by the goal statement has- bem'diilly V^alized. For exam- 
pie, if', as the Carmunity 'Education Director for a suburban independent-- 
school district, one goal o£ your needs assessment is to inprove the 
English language proficiency of Vietnamese imodgrants, sane possible 
measures for it might be: the recognition of cne hundred of< the most 
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cjcmton' Eiiglish words, the recbgniticjn of cannon tiraffic signs, the abil- 
ity tS. express basic requests and responses in English, the ability to 
sgi^ English-mtih 'oorrect intonaticai and accent, the ability to u^der- 
vstand English when spokai at a normal rat^ and las£ly, ability to con- 

9, ^ 

' -prehend wi^at is spokpi. New, ask yc^orself if you have explored a conr 
prehensive list of ^measures for Engl^^* proficio^. You have dealt 
with sane En<^lish proficiency skills coiceming bMic vocabulary', speak-, 
ing and listaiing. What about the diTngnsior> re^«dng to skills of read- 
ing like the ab il i t y to* read at an eighUi grade level or' the ability of . 
the student to ccnprehend v*iat has been read and to interpret the mate- 
rial in 'his own ^^Drds? VJhat about the dimension of writing like tte / 
ability to sa mi a ri ze whai: has been read with correct graranar arid serftence 
stnK±ure? What about the dimension of life coE)ing skills ,like the abil- 
ity to correctly apply far etplpycnent or to locate. suitable housing for 

^the family 'or schooling ^ the children? Yoa see, it is Important that 
ycxi spaid sane time^ to review the ,list of jneasu^ to make sure it is > ^ 
couptehensive and that you have not left^fut any significant dimensions 
o£ the goal to* be measure, 

^xt, yoa may want ta select those raeasujUs that are seijsitive to 
differences reflegtec^by lapses of time or differeiices withiji the pop- 
Ill at i on to be studied. If you use voting participation in prigiidential.. 
elections as a measure of tte goal of i mpro^ djog th^^^litical Activism 
of' American citizens, it is a measure that^occurs only every four'^years 
and thus is not sensitive enough to measure the political activism * 
of American citizens on a day to'day basis*, it is not sensitive to changes 

that are cxxwrrlng over'tiine^ Fu2±her, if you use the- jjossessicn of 

■ ■ T ' 
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a high school diplcroa as a measurer for the goal* to inprove the pre-voca- 

' ticffial skills of young adults, -age sixteen through twenty^five, it is ^ 
c±Fviaas that this is^^^Kjt a sensitive measvo^^'for those in the age group 

, 16-18, or it may not help you identify minority Vouth who ha^^fe pre-voc^-' 

ticnal skills but are stilT^unarplb^ed. 

Thus, the principle for practice is' that needs ^ assessors should 

develop measures vdiich irisure both coppr ehensive and sensitive ineasure-^ 

. ~ 1 ' ' ' 

ment of identified, goals ^ - ' . 

^ ^ • Sixtinary 

In detennlning what inf onnaticn you should collect in your needs 

assesanent undertaking, you should first determine the goal^ categories * 

vraild like to ac3dress in yccr study. Next, you should develc^ goals ^ 

far these goal categories; lastly, you should id^tify gcoS measures 

,far such goals,. 

Goal* categories 'are broad classes of goals which represent major ^ 
areas of hunan striving. You should be atole to identify priority goal ' 
categories and select those which are rie^^g^ to your missi^^^and to 
the specific purpose of -your needs assesanenilt By selecting the itost 
relevant goal dtegories, you set limits or bounds Jzq the.scc^ of your 
study. * ^^^^ 

Goal refers to a desired end state which contributes to the def ini- 
tion and'*reali2atic8i of a goal cafcegary to be addressed in the needs 
assesanent* The goals vrfiich**you judge to be both important and unreal- 
ized shaild be pursued for stuc^. 

Measure is an operational statement for either one dimension of a 
goal or a ccnplete goali It is used/to quantify -a goal. Your 
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de^lcpneiit of cqnprehensive and sensitive'ineasures will help you to 
detect vtether and to vAiat degree Jthe* goals, identified for your need - 
assessnent have^been attained. ^ 

After deciding vAiat^ information to coll^i^ for ycur needs' assess- 
ment, are you anxiais to knew to approach and vtere to go to gather 
your needs inf onnaticn? Vte will orient you to that in the booklet that 
follows, - Booklet TWo: DeteCTtming Where Inf oimtiorl ^Can Be Found . , 
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